
A simple bookkeeping system has four core pieces: choosing a method and tool, setting up

categories (chart of accounts), designing how you’ll collect documents, and creating a recurring

routine for entering and checking data.

Decide how you’ll keep records before you start.

Choose cash vs accrual: cash records income/expenses when money moves; accrual

records when invoices or bills are created.

Pick a tool: modern businesses usually use software like QuickBooks Online, FreshBooks,

Wave, Zoho Books, or Xero; very small operations can start with spreadsheets.

Open a dedicated business bank account and, if needed, a business credit card so all

business activity is separate from personal.

The chart of accounts is the list of all categories you’ll use to tag every transaction.

Include basic groups: assets (cash, equipment), liabilities (loans, credit cards), equity,

income (sales, services), and expenses (rent, software, marketing, travel, etc.).

Start from your software’s default chart and rename, add, or remove accounts so they

match how your business really earns and spends money.

Keep names clear and avoid too many tiny categories so reports stay readable.

Design simple, repeatable workflows for money in and money out.

Invoicing and sales: decide how you’ll create invoices, how you’ll track who has paid, and

how you’ll follow up on overdue amounts; record all issued invoices and their status.

Bills and expenses: track vendor bills with due dates, amounts, and categories, and mark

them paid when you send money to avoid duplicates.

Receipts: store digital copies (photos or scans) in a consistent folder structure by year and

month, or attach them directly to transactions in your bookkeeping software.

Payment terms: set standard terms (for example, “Net 15” or “Due on receipt”) so cash flow

and expectations are clear.
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Consistency matters more than perfection for a small system.

Weekly: categorize new bank and card transactions, send and update invoices, enter any

new bills, and file recent receipts.

Monthly: reconcile bank and credit card accounts to your records, then review basic reports

like profit and loss and cash flow to spot errors or trends.

Quarterly: step back to review overall performance and prepare for estimated taxes in

consultation with a tax professional or accountant.

A few habits make bookkeeping much easier over time.

Write down your processes (how you invoice, how you categorize common expenses, how

you reconcile) so the system is documented and easier to delegate later.

Use automation where possible: bank feeds, automatic rules for recurring transactions, and

built‑in receipt capture features reduce manual entry and errors.

Revisit your chart of accounts once or twice a year and clean up unused or confusing

categories.

If you share what kind of business you run (freelancer, ecommerce, local service, etc.), a tailored

example chart of accounts and weekly checklist can be outlined.
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